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Record Keeping:

Supervisors must keep certain records on file in their office for auditing purposes. Records kept on file
must include a copy of the following: Student Application for Campus Employment, all Student Work
Authorization Forms, the departments Work-study Job Description, guidelines set up for the student
worker that he/she fully understand and a copy of all signed paper time sheets. All documents should be
kept at least three years.

It is advised that the supervisor keep a monthly ledger of the hours worked and the dollar amount used
by each student. ¢Kia O1y'KStL LINS@SyT 2051 g20ly3 KS &idizRSyla 1zik20TSR 1-Y 2dzy/lo

Federal Work Study Payroll Report:
The hiring supervisor will receive a report by email called the Federal Work Study Payroll Report. The
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Leslie Knox [knox@uca.edu 501-450-5158
Travis Kunkel tkunkel@uca.edu 501-450-5352 Lynetta Morris Imorris@uca.edu 501-450-5155

For Student Employees:

f Student employees may only hold one on-campus position unless they are needed to fill a special
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